
MEDICAL FLEXIBLE SPENDING 
ACCOUNT PROGRAM 

 
What is a Medical Flexible Spending Account Plan? 
It’s a plan sponsored by the Company that allows you to pay for eligible healthcare expenses 
with tax-free dollars through easy payroll deductions!  
 
 

Enrollment is easy… 
If you want to participate, you must enroll during Open Enrollment each year. All Enrollment forms must 
be returned to the Human Resources Department by the published deadline in order to participate each 
year. 
 

Who can participate? 
All employees (working at least 30 hours a week on a regular basis) may participate in the Medical 
Spending Account after completing one (1) year of employment.  You do not have to be enrolled in the 
Company’s Health Plan in order to participate! Expenses for dependents can be reimbursed under this 
Plan also! 

 
How does it work? 
Once you’ve enrolled, the amount you’ve decided to set aside in your account is divided evenly 
between the number of payroll checks you will receive during the Plan Year.  That amount is deducted 
on a pre-tax basis from each of your paychecks.   

 
Are there limits on contributions? 
You can contribute up to: $2,500 in your Medical Spending Account. 
 

Your Spending Account... 
A Medical Spending Account is used to pay for expenses not covered by a health or dental 
insurance plan. Eligible expenses would include: 

Health Plan Deductibles 

Health Plan Co-Insurance Amounts 

Prescription Drug Co-pays 

Over-the-Counter Drugs 

Dental Care and Orthodontic Services 

Vision Care and Corrective Lenses 

Hearing Exams and Hearing Aids 

Other health-related charges not paid for by insurance coverage or any other source. 
 
 

Changing your FLEX election... 
Once you have enrolled in the FLEX Plan you cannot change your election unless you have a “change in 



family status.” A “change in family status” includes such events as birth, death, marriage, divorce and a 
change in the employment status of you or your spouse. The change you make must be consistent with 
the type of family status change you’ve experienced. 

 
Filing paper claims... 
For those situations where the debit card is not applicable, all you have to do is submit a claim form 
(along with proof of payment) in order to receive prompt payment from your account. Your tax-free 
reimbursement check will be mailed directly to you. Checks are issued every Friday, and on the 15th and 
last day of the month. 

 
Cost? 
There is no cost to participate! The Company pays the administrative costs of this plan for you! 

 
Using Your FLEX Convenience debit card… 
The FLEX Convenience debit card automates the process of paying for eligible pre-tax 
account expenses. You can use this card at eligible FSA locations….from physician and dental 
offices to pharmacies, and vision service prviders...anywhere that MasterCard or Visa is 
accepted. Approved expenses are automatically deducted from your pre-tax account! No outof- 
pocket expense! It’s that easy! VERY IMPORTANT! Keep your receipts...they may be required after the 
purchase to substantiate the validity of your claim for IRS audit purposes. 

 
Benefits of participation... 
Under the FLEX Plan, payroll deductions for your Medical Spending Account is taken before your payroll 
taxes are calculated. So, you don’t pay Federal, Social Security (FICA), and (in most states) State income 
taxes on this money. You lower your income for tax purposes and increase your real spendable income! 
 

 “Use it or lose it”… 
Because of strict IRS regulations governing this Plan, any money in your account which is not 
used during the year will be forfeited by you. However, if you carefully plan your annual expenses, you 
can avoid this problem. 


